Electronic Billing using Provider Express Billing
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Part One: Create a Secure Access Washington(SAW) Account

If you already have an account with SecureAccess Washington you may login and
proceed to Page 8, otherwise continue.

1. Go to SecureAccess Washington at: https://secureaccess.wa.gov
2. Click Create one

@) httpsl;/]t_e’lg-_!_ogurl.fa_m:gs_s._wa.uqvl_ v-] Go | Links * | Gox gle o | 24 search + 2> W

S AWt

Login to your SecureAccess Washington Account

User 1D: |

Passwond: |

Do not have an account? Cleate one \’/

Eotgot your User 102
[orgot your passward?

Havent raceived activation emall?
Activate your account

Erivacy Notlce Halp
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3. Click Start
S Aw SecureAccess
WASHINGTON®

1—2—3—>4—5—6

Name & email Usermname & Review your Entersecurity Check your Login to
address password information check email your account

SecureAccess Washington [S5AW) allows you to access multiple online government services with the

use of @ single user ID and password. By creating a SAW account, you can interact with marmy
government agencies, like L&l, Ecology, DSHS, and more with just one account.

«=

Privacy Motice Help
Copyright 2004-2010 @ Washington State Department of Information Services -- All Rights Reserved
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https://secureaccess.wa.gov/

4. Enter your personal information, click Next.

S AW SecureAccess
WASHINGTON®

Name & emall Vsemame & Review your  Entor securty  Check your Login to
addvess password information chec amall YOUr sccount

Enter your personal information:

Narne | JOHN
%/ |

E-Mall Address |USER@GMAIL COM
Confirm E-Mall [USER@GMAIL COM
Secret QuUestion | What city were you borm in?
Question Answer [OAKLAND

[

S

Copyright 2004-2010 @ Washing

5. Create a User ID and a ten character password, click Next.

SecureAccess
WASHINGTON®

1—*2—;—3—&4—;—5—;—6

Mame & email Usermame & Review your Entersecurity Check your Login to
address password information check email your account

Create a user ID and password:

NOTE: ¥e value the security of your personal information. In arder to protect this information, your
password will expire every 24 menths or 13 months depending on application access.

User ID [ JOHN123 |

- You have selected a secure password!

Password |-.-....... |

Requirements for a secure password:

Confirm Password |ssesssssss |

Choose a password with:

s atleast 10 characters

e Contain at least three of the following
character classes: uppercase letters,
lmwercase letters, numerals, special
characters

s does not contain user 10

e
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6. Verify your information. If any item is incorrect, click Previous and change the data.
If correct, click Next. (You may want to print this page for your records.)

SecureAccess
WASHINGTON®

1—»2—»3—»4 -5 - G

Marne o amall  Uesamvarnie i Review your  Eotae securty  Chnck your Lodain tay
wddraws » h 1] for A chuch i vour oyl

Review Information:

Here |s your personal and account Information.

NOTE: Wo value the security of your personal infarmation. In order ta protect this lanfm[.‘:
password will expire every 24 moenths or 13 months depending on application access,

Name: JOHN
\ E-Mall Addreas USERERGMAIL COM
= User 10; JOHN1 23
Fassword PASSWORDE
Secrot Question: What city were you born in?
Answer: OARKLAND

Go back to the previous page to make changes,
continue to the next page If the Information Is correct,

You may want to PRINT this page for your records,

| Frevious | ‘[N-xt]’

Privacy pMotlcs Help

7. Enter the security code, click Submit.
S AW SecureAccess
WASHINGTON®

1—=2—=3—>4—>5—6

Namo & amall Usemame & Review your  Entar securty  Chack your Login to
addrenss P 1 f [l chock omal YOour account

Please enter the security code (Not case-sensitive): I
The security code helps us to prevent massive user sign-up from robot programs.

\ Inthe box below, enter the securlty code you see above: (
B |[ARGITG
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8. You will be instructed to check your email for a note from secureaccess@dis.wa.gov
welcoming you to SAW.

S Aw SecureAccess
WASHINGTON®

1—=2—=3 —4—5—+6

Namo & amall  Usomame & Raview your  Enter sacurity  Check VJ»I‘F
Ll

Loain th
addross possword Informmation ched am YOour adcounty

\ Check your email account:
-
You are not guite finishod yet!

Next you will need to check your emall to get information needed to get your accaunt activated and
ready to usel

Copyright 2004201 0 & VWashing

9. Upon receipt of the following email you will click on the specified link to activate your
new account.

SecureAccess Washington : Welcome to SecureAccess Washington

From: .
secureaccess@dis.wa.gov

I@You may not know this sender.Mark as safe|Mark as junk
Sent: Fri 4/09/10 1:14 PM
To:

This 1is a system generated message, please DO NOT reply to thisl
email.

If you have any questions, please visit our support site at: |
http://support.secureaccess.wa.gov

Thank you for signing up with SecureAccess Washington.

Your SecureAccess Washington account [beco2351ni] has been successfully
created.

To activate your new account, click the following link.

https://test-
secureaccess.wa.gov/public/saw/pub/regConfirm.do?s=43065&userId=beco2351ni
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10. Enter your User ID and password. Click Login.

SecureAccess

P — D g Y — - 5 -

Morvess I srvvmll  Dmavnmrnnm b Tawimw v Dnter sttty Chsiks woe i
ol o v mtion e ol VOUR sEeouny

O S0CUreACceas Washington account ias been activatec, \
To cantinue the registration far avallable services, please [0gin below

Login to your SecureAccess Washington Account

s/ Uner I [

Fansword [
Login | ’/

~
RERTRNTR]RRVIRTNTRMETRTR | S
FEOrQol Vour Ragaward?

Frbvacy blotice el
Copyriaht 20042000 0@ \Wasbington Slate "

11. If this is your first visit, you will need to select Click here to add services.

S AW SecureAccess
WASHINGTON®

My Secure Services Account Management Help About SecureAccess Logout
Hello Mellisa.g88

My Services || add a Mew Service

IIsar Status Action

My Secure Sewicas | AccountManagement | AboutSecureAccess | Help | Logout| Elvacy Notice
Copyright 2004-2010 @Washington State Dapartmeant of Information Sarvices -- All Rlghts Resemved
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12. This screen displays the list of agencies that use Secure Access Washington. To

register for Provider Express Billing (PEB), click on the Department of Labor &
Industries link.

S AWEzsthprae s

My Secure Services Agceunt Managsmeant Help About SecureAccess Legout

Hello arak21h
My Sarvices || A a Maw Sarvice |

Salect an agency below to ses a list of services: Sarvice code!

It yau have been given a serdce code, anter it Below to apply for access to the serdes,

| |

Bearch services by keywords:

Enter keyword(s) Delow Lo find related services, Leave fleld blank to display all services,
| || AT LEAST ONE of the words + |

My Soecure Serdees | Account Manadement | Aboul Secutefccess | Help | Lodout | Privacy Motice
Copyrlght 2004-201 0@ Washinglon State Depadment of iInformation Services - Al Rights Resarved

13.To add PEB as a Service to Your Account. Locate the Service Name “Provider
Express Billing” and click, Apply.

My Semrvicre | R0 8 Now Sorvwe

Add a Service to Your Account

Seincl & aervics 10 eppdy fOF from the fatlowing

Note: Services fOr which you Cuerently Nave access, have apphed to and are awaitng approval, of those that you have been suspended or rejected rom wil not appear
in this list

All Agencies > Departmert O LoDOC 309 Inquatnes

(_'wr k s ST1EMUS Of WOorkears' caompensation Ciaims Of Smployes ScCouns,
I Apply ] Clairm & Account Center

of fiks smployes Quarterty reporns

Elactronic Pammit and FPurchase slectrical and altaraton of manfaciured haome pmm-ts wilh credil cards and Contractorn deposit
[Aopiy | IREpecton :mom’ Accounts Manage and révd ew related INSPection activity
Ernvacy Nohca
\ Alloves for the upload of billing files In & logacy or HIFAA tormat. Alco allows for the download of
> | Aoply | Frovider Exprass Billing Remmittance Advcs, 997, and TAT ransachons (rare
Erivacy Motucs

14. You are now ready to register for Provider Express Billing. The next set of
instructions will show you how to set up your user role. You'’re almost there...
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Part Two: Reqistering for Provider Express Billing (PEB)

1. Select ‘1 am a first time visitor for the selected application’, click Continue.

an Seare Dopartmant of

I\.abo?rand Industries

Lixl Homs Ll Secure Access Logged in ar:

a L& Secyired

Sign up for LBl Secure Access

\'\/ @1 am a first time visitor for the selected application,

I am migrating my profile from a Authentication Gateway [f.e. Fortress1) or using a digital certificate.

DI have the user I} and migration code so that | can use the secure user |0 and passwoard access mathad,

| already use a digital cartificate and want to have the aption of using a free secure usaer 1D and password, View
Instructions

| already use this application without a Digital Cartificate, prior to obtaining a S8 10 View Instructions

Llgi af this &1
mant | ntanded use

T thi stati o

Stata Dapt, of Labor and Indust Fies

Yashington

Wi g P y mie daeiiFity 3

(il rimet hielp with registrations

2. Complete your profile information, select Continue.

Wbl e O preting il

Labor and Industries

LU Socuio Accoss
Contact Information

cantact information, Flalds marked with * are raquired,

Firet Nama [dahn |
Middlo Narme [ |
“Last Name [t [
“Whone number— [a90 | [aga | |osan | x |
“emall addross [usei@gmail com |

C Cantinue » \’/

L T LT T O N T L A BT T N (T (T N A P T T O T BT T8 OO TR P
ACnr AR AN | EE M AN AU RO | oAt e Ot el e 0 s i

Whpniimanl ol
FABGN AMR
(ST

W e W

@

\ﬁm lqcuu_d“
(KA1 e bl ity awls bration?
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3. Read the Access Agreement. Check the box and enter your initials if you agree with
the departments access agreement, select Continue.

ar mhifores strlct performances of any prosielon of thils Agresmient shall ot be conetruasd sa & walver of any prosialon o
\ Fleht, Thie Aprssmisnt ahall be conetrusd sod interpreted 0 sceordances wAth the lawe af the state of Washington and ths
- wonue of any action brought heresundesr shall be 0 the Suapecior Court Tor Thureton County. Thie Agresiment 1o pereonal to You

aned vou mey not seslgn Your dlehite or obhttgations thereunder to anvone . A& vlolations of anwy term by Yoo msy result in
monetary, oyl andsor coliminal penslties,

LEl's Web Site Accessibility Folicy

wiaahington Departimmit of Cabor sl tndis tiles (L] Bs cormrri e o prosiciigg access tooall fncdividoale, disabiled o ot
sl g i forrna tiog an oue saeb st LEED bas adopted S portions of e feceral B0 e Wiie s s bbby piidos e ai
sltapidatds that have the fmost positive fmpact on peopie dsing assistive technoiogies,

I wou are srxperiencing cfflcultty acemasing Information on this site, we will be glad to send vou the information o an
alteirnate format, Plesse contact us using our Site Fesdback form st the bottom of any page and Indleate

® 1 he patore of yvour acopssibibity noods,
= The UL fweeb e of tho matorial vou tried to aconss,
= vour contact inforimation,

Wit el o b o A abbermpt b proside e information sou sought,

Tou ean sl call 4 cROOCLTSTERS (1 aaa- a7 -man?) for asclatances, TOD uasire, pleass call Gea-aoaz.nray,

S [0 hravw v, dinderstainid, and agioe to U dapar b s aooess agieeinein
- |

I||IIIJ!II\||'I

ot the Departiment of Labor B industites boene page (withoot completing vour profileg L eantinium = ] \’/

4. Click on PEB Provider. A text box will appear. Enter your L&l Provider ID number.
Click the Request access by... button.
(Do not select Medical and Vocational Providers for this application)

wearlesr reglstoring Tlrst, They reglster, then yvou reguest scoess, then thy
approve your reguest, [T you know they're already reglstered, continue with this
||:|||I||:|:|I

€D Legal Repregentative A oa legal reprasentative Tor infured workers, you will have access to clalms
* whore you are Hated as the current legal |n|||n=n||lqllvn.

Attending doctors and ARMPs
Attending doctors and ARMP'S will have access to Injured workers' clatms whore
winkl are Hated sz the currant attanding doctor,

Voacational providars
woeational |||||\|'||||.||\. will have access to injured workers' claims whare you are
th assigned vocational firm

oo mtedloal and Wooational
Providers

IME providers
|||||||||||||||||||| tAmcical Exarminers will have acemss to injured workars' clatms
whmre WL Rave bhaen |||||I|||l.||||| ||'|||’ thm ||||||.4| trmont to i forim an 1sAE,

N Ihis aption allows yvou to aocess Provider Expross Bilng to upload alactroni
\/{ y BEE Providar Billing Mles in the HiPas 837 or LT HCFA Tormat, and Direct Entry bill
subrrlssion, PER also supports downloading of 836 o propriotany e fles and

EC 312 Tad, Dov, 277 B 824 transactions,

Plagsa antor 4 Provider 1D,

[0 23450 . 1 Fmoumat scome s by Frosvicler | |

WM 10 mWdimbers
Matianal Provider Tdantif e

&) [ [ g g [ [
€D Retrospective Rating Ao Fatrospaotive rating groups will have acoess to meambers’ clatms, accounts, and
' ratiro infarmation,

MO0 1 =7 Mumbars o
S/ Fravidor Acoount \,/

Page 9 of 11



5. If you are not the first person in your group to establish PEB access, an email will be
sent to the access manager for your organization. You can include comments to
your access manager about who you are and why you need PEB access for your
organization. The access manager will need to log onto SAW, click on “My Profile”,
select “Manage Users” and then approve your request. You won’t have access until
they approve your request.

3 SSSUserProfile - Microsoft Internet Explorer - |5 FX
Ple Edit Yiew Favorites Tools Help F
P8ack + =] & iy J 'Search ' Favortes €9 (v i FLRE S
Al W https: [/ /testsecureaccess. wa . gov/ reglstes/Ini/ pebpreprod /ConflrmRequest. aspx » BGo Links
fum- LM Secare Accest gt v o Corresn Henekien B Y
| My LI Secute Access Profile _ttenct ol it optar stioed

Today's Date. 41972010

| vou have siccmcstully regueciad accets An ematl has Seen 1ent 10 the scests managerin: I
wporovad  yoo will have sccest to vw YOUr SCEentzatmny dats
My contact information
Hame: Corress Manrikzen 1 1 " o
Phone  340-302-4%13
E-Mal corrman] Chotmad com

Access
My business refationships with Lial e
' PED Provider Provides ID - 000000 Yeew

To request more access | Hegunse Ascuss |

Baturn To Application

|- T T T TR o T L L L VR T Ty —
=20

moty fpresed | Rmws gl o4 oWy tafeedtl | \Ewetad e ieriy cmeee pudes

iﬂ acﬂ e e

If you are the first person to establish PEB access for this provider ID, you will see
this page, Select Yes.

Lixl Huosma Ll Securs Accens Loggaet iy ms ) JOHE SMITH
Register Organization [&d| et pig)
Folationship: PEB Provider Frovidoer D oo 2534

You are the first person to register for this organization. By adding this relationship, vou are setting up vour organization for
Ll Smcocure Acoess and wou will automatically be the organization's acoess manager.

A= the saccess manager yvou will be responsible for managing acoess to L secure data for users within vour organization,
viihEn users request access, vou will be notified by e-mail to act upon their request, Thew will not be given access to L)
=mcyre seryices until yvou have granted their request,

If wou do not wish to be respon=ibles as an acce=ss manager for thizs organization, please =select "MO" below, or just closs your
browssr and a mores appropriate team member should then register yvour organization with L&) secure services,

Access Manager Agresment

Each organization must have at least one access manager to manage access to Lk secure services for users, The first user
who registers an organization automatically becomes the access manager for that organization, Additional acoes: managers
may be added by sxisting access managers, In addition to the access agresment previously accepted in this registration
process, the saccess manager(s] agres Lo

= Bo responsible for managing the access pormissions for users within your organization,

= Explain to vour users that the data 1s sensitive and they must keep this data secure,
= Romove a user's aooess whoen the user leaves your organization or no longer requires aooess,

Do yau want to accept respongibility Tar being the access managaer Tor your arganization?

S/ T Il o ]
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7. Congratulations — you have successfully established your access to PEB.

Note: If you have problems with registration, you may contact L&I’'s Web Customer Support at
websupport@Ini.wa.gov or call 360-902-5999.
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